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RAVE INCENTIVE AWARD 

 
 
History.  This is a new memorandum. 
 
Summary.  This memorandum establishes policy and procedures for the RAVE (Reward 
and Acknowledge Valued Employees) incentive award. 
 
1.  Purpose.  The purpose of this memorandum is to provide guidance to all Omaha 
District employees on the process of nominating, approving, and processing RAVE 
incentive awards. 
 
2.  Applicability.  This memorandum applies to all employees in the Omaha District.  It 
includes non-supervisors, supervisors, team leaders and all categories of employment 
(full or part-time, permanent or temporary, etc.). 
 
3. References. 
 

a. AR 672-20, Incentive Awards, dated 1 June 1993. 
 
b. Modern DCPDS User’s Guide, dated 27 November 2000. 

 
4.  Definitions. 
 
     a.  RAVE AWARD.  The RAVE award is a type of On-the-Spot award which is given 
to an Omaha District employee by another Omaha District employee.  The amount of the 
award is $60.00. 
 
     b.  NOMINATING EMPLOYEE.  The nominating employee is the employee who 
nominates another employee for the RAVE award. 
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    c.  ORIGINATING OFFICE.  The Originating Office is the employing office of the 
Nominating Employee. 

 
    d.  AWARD-APPROVING SUPERVISOR.  This is the manager or supervisor in the 
Originating Office who has authority to approve incentive awards.  Generally, it is the 
same supervisor who approves corresponding CEFMS labor authorization PR&Cs for 
awards. 
 
     e.  EMPLOYING OFFICE.  The Employing Office is the office where the recipient of 
the RAVE award works. 
 
5.  Prescribed Forms. 
 
     a.  DA Form1256, “Incentive Award Nomination and Approval”, with attached 
justification. 
      
     b.  Request for Personnel Action (RPA). 
      
     c.  NWO Form 672-1, RAVE Award Certificate. 
 
6.   Policy.  
 
     a.  Each fiscal year, the District Commander sets awards targets, ceilings, and 
guidance based on recommendations of the District Program Budget Advisory 
Committee (PBAC).  Within the awards ceiling, two individual targets are established, 
one for annual performance awards and one for all other incentive awards including the 
RAVE award.  District Offices and Divisions prepare their annual awards as a part of 
their operating budget for the following fiscal year using the fiscal targets, ceilings, and 
guidance set by the PBAC. 
 
     b.  Each fiscal year, every Omaha District employee has the opportunity to nominate 
one employee for the RAVE Award.  This “peer to peer” award must meet the following 
criteria: 
 
          (1)  The nomination is based on contributions the nominee has made toward 
assisting the nominating employee in the completion of an assigned duty or project, or 
provided the nominating employee an employment related service, i.e. resolution of 
computer hardware/software problems, employee benefits problems, CEFMS problems, 
pay problems, telephone problems, etc. 
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          (2)  Employees may not nominate individuals in their supervisory chain. 
           
          (3)  There is no limit on the number of awards an employee may receive; however, 
each employee has only one RAVE award to give to another employee per fiscal year. 
           
          (4)  The award nomination must be submitted to the designated Award-Approving 
Supervisor for approval by 1 September. 
 
          (5)  The award can be disapproved only if there are no further funds available in 
the fiscal year or if it violates the criteria listed in paragraph 6(b)(1).  Only the District 
Commander or his designee may disapprove a RAVE award nomination.                
 
7.  Procedures. 
 
     a.  The Originating Office pays for RAVE awards using its operating budget awards 
target. 
 
     b.  At the beginning of each fiscal year, each Office or Division prepares CEFMS 
labor authorization PR&Cs corresponding to its operating budget awards targets.  Upon 
PR&C certification, CEFMS assigns a unique charge code to each PR&C.  That charge 
code must be referenced in any employee award so that the award will be distributed 
back to the Originating Office. 
 
     c.  The Nominating Employee prepares a hard copy DA 1256 completing only Part 1, 
Sections 1, 3, and 6b, and 7.  In 6b, check the box “On the Spot Cash Award” and insert 
the name “RAVE Award” and the dollar amount of the award ($60.00).   
 
     d.  The Nominating Employee prepares on plain, bond paper a short description of the 
nominee’s contribution which serves as justification for the award.  He/she attaches the 
justification to the DA Form 1256 and forwards the hard copy nomination to the Award-
Approving Supervisor. 
 
     e.  The Award-Approving Supervisor adds the CEFMS labor authorization PR&C 
charge code to the DA 1256 in Part 1, Section 6b in the box immediately beneath the “On 
the Spot Cash Award” box.  He/she completes Part IV, Section 11, and forwards to the 
Employing Office.   
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     f.  Upon receipt of the DA 1256, the Employing Office prepares the automated 
Request for Personnel Action (RPA).  The CEFMS labor authorization PR&C charge 
code (provided on the hard copy DA 1256) must be entered in the “Remarks by 
Requesting Office” section on page 4 of the RPA.  The justification for the award 
(attached to the DA 1256) is to be entered in the RPA “Notepad”.  The Employing Office 
then routes the RPA to the inbox titled “Omaha_F&A”.  The F&A staff forwards the 
RPA to the CPAC inbox titled “OmahaAwards”. 
 
     g.  Upon approval of the award, the Nominating Employee prepares a RAVE Award 
Certificate, NWO Form 672-1.  The Nominating employee gives this certificate to the 
employee receiving the award to inform the employee of the award and the reason for the 
award.  The cash award for the RAVE award will be processed in the employee’s payroll 
and will be noted on the payroll Leave and Earnings Statement.  RAVE awards, like all 
awards, are taxable and the payroll process automatically withholds taxes.  Thus, the 
$60.00 award results in an after tax value of about $40.00.   
 
FOR THE COMMANDER: 
 
 
 
 

      TODD E. SKOOG 
                 LTC, EN 
                                  Deputy Commander 
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